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Item No. Record Series Description Retention

1.

2.

Division Management Files:
This series includes general correspondence, reports,
budgets, timesheets, etc.

Program Management Files:
This series includes programmatic data, policy
formulation, and records regarding managed care
organizations (MCO's) and other created program-
specific files.
A. MCO Applications
B. Provider Contracts
C. Policy Instruction Statements (PIS), MCO Rates

Retain in office three years or until audited,
then send to records center for two (2) years,
then destroy.

Screen active files annually, removing
information which is superseded, inactive, or
no longer needed. Retain inactive files in
office for five (5) years or until audited, then
send to State Records Center for five (5)
years, then destroy.
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4. RECORO SERIES TITLE
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7. RECORO SERIES FORMAT(S)

jK le t i e iSa* o Meiofiim

O leoat See O Compulei Tape

O Bound Book O Flcppr Disk

D AucfoTwK o Video Tape

D Othef (Specify)

I . RECORD SERIES SEQUENCE

o Alphabetical

a Numerical

O Chionotoflical

o Geostaphical
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I . VOLUME
• Fie Drswti(i)
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10. ANNUAL ACCUMULATION
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FILEIS

4° a Monthly

1 1 FILE BECOMES INACTIVE AFTER

I O Month(s) J(^ Vear(i)
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13. CURRENT LOCATION^) (Bldg. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHEREt Of res. apedly agency or oHce)

o Yes y ^ No

I I . ACCESS RESTRICTIONS (II yes. til* km(s) I reQulaMt)

Smo Yes.

IS. AUNT REQUIREMENTS

o None ( / StateV
f Stati

o Faderal O independent

1 ' - IS AN INDEX SYSTEM USED) (If »•*. txptam bnefly and
describe any hardware/software)

°. Yes. V No

RECOMMENDED RETENTION . , /> , (f

l». NAME AND TITLE OF PREPARES
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